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The services of the administrative assistants are generally restricted to matters concerning the
ordinary business of the College. Assistance is not provided for personal or private material or
for material which does not concern the School or professional development.
Administrative assistants are available to faculty, department chairpersons, and program directors
for such matters as preparation and distribution of correspondence, announcements,
department/program brochures, course syllabi, course policy and procedure information, and
examinations. Services are also available for the preparation of faculty development grant
applications, sabbatical proposals and reports, letters of recommendation, manuscripts and
papers accepted for oral presentation or written publication, etc. Other services may include the
recording of department or program meeting minutes, or the coordination of such functions as
meetings and various department/program events.
Final examination material to be typed must be submitted at least four working days prior to
examination time. For other material, a minimum of three working days must be allowed for
typing, although a longer time for completion should be expected on lengthy material.

3.6

STUDENT EMPLOYEES
Departmental budgets may include institutional funds to pay all of the salaries and/or Federal
College Work-Study matching portion of the salaries for readers, assistants, tutors or other
student employees. Details and regulations concerning advertising for, and hiring and payment
of, student employees may be obtained from the Career Development Center.

4.

ADMINISTRATIVE POLICIES, SERVICES and FACILITIES

4.1

ADMINISTRATIVE POLICIES

4.1.1

ROOM RESERVATIONS
Reservation of campus facilities (with the exception of classrooms and athletic facilities) is done
through the Events and Conferences department. Reservations must be done on an Internal
Facility Reservation Request form available from that department or on SMCnet. There is a
distinction between College-sponsored and College-hosted events:
Sponsored Events
Sponsored events are those which are part of the College program of studies and which involve
an audience comprised of 75% Saint Mary’s students, faculty and/or staff.
Hosted Events
Hosted events are those with which the College is associated or is collaborating but whose
primary audience is not comprised of Saint Mary’s students, faculty and/or staff. Hosted events
must be clearly indicated as such, and requests for them must be submitted on a College
memorandum (not an Internal Facility Reservation Request form). Hosted events are charged at onehalf the current rates for the facilities used, and paperwork submitted must provide the name of
an individual or organization to whom a regular Facilities Use Contract and request for insurance
coverage may be mailed. Reservations should be made as early as possible to avoid conflicts and
allow adequate time for publicity.
The reservation of classrooms is done through the Registrar’s office. Guest speakers, special
presentations, and combined classes must be scheduled in advance through the Events and
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